BUSINESS RECOMMENDATION LETTER TEMPLATE

[DATE]

[RECIPIENT NAME]
[RECIPIENT TITLE]
[RECIPIENT COMPANY NAME]
[RECIPIENT STREET ADDRESS]
[RECIPIENT CITY, STATE, ZIP CODE]

RE: LETTER OF RECOMMENDATION FOR [CANDIDATE NAME]

Dear [RECIPIENT NAME],

This letter is provided at the request of [CANDIDATE NAME] to support [HIS/HER/THEIR] application for [PURPOSE OF LETTER, E.G., EMPLOYMENT, TENANCY, BUSINESS PARTNERSHIP, CREDIT APPLICATION, VENDOR APPROVAL].

1. RECOMMENDER INFORMATION

1.1 Recommender Name: [RECOMMENDER FULL NAME]

1.2 Recommender Title: [RECOMMENDER JOB TITLE]

1.3 Recommender Company: [RECOMMENDER COMPANY NAME]

1.4 Recommender Business Address: [RECOMMENDER STREET ADDRESS], [RECOMMENDER CITY, STATE, ZIP CODE]

1.5 Recommender Telephone Number: [RECOMMENDER PHONE NUMBER]

1.6 Recommender Email Address: [RECOMMENDER EMAIL ADDRESS]

1.7 Recommender Relationship to Candidate: [RELATIONSHIP, E.G., DIRECT SUPERVISOR, CLIENT, BUSINESS PARTNER, COLLEAGUE]

1.8 Length of Relationship: [LENGTH OF RELATIONSHIP, E.G., TWO YEARS]

2. CANDIDATE INFORMATION

2.1 Candidate Full Name: [CANDIDATE FULL NAME]

2.2 Candidate Business or Organization: [CANDIDATE COMPANY NAME]

2.3 Candidate Position or Role: [CANDIDATE POSITION OR ROLE]

2.4 Candidate Business Address: [CANDIDATE STREET ADDRESS], [CANDIDATE CITY, STATE, ZIP CODE]

2.5 Candidate Telephone Number: [CANDIDATE PHONE NUMBER]

2.6 Candidate Email Address: [CANDIDATE EMAIL ADDRESS]

3. NATURE OF BUSINESS RELATIONSHIP

3.1 Description of Relationship: [DESCRIBE HOW THE RECOMMENDER KNOWS THE CANDIDATE, INCLUDING CONTEXT AND DURATION]

3.2 Services or Transactions Involved: [DESCRIBE SERVICES, PROJECTS, OR TRANSACTIONS]

3.3 Frequency of Interaction: [DESCRIBE FREQUENCY, E.G., WEEKLY, MONTHLY, QUARTERLY]

4. PERFORMANCE AND QUALIFICATIONS

4.1 Professional Competence: [DESCRIBE CANDIDATE'S PROFESSIONAL SKILLS AND COMPETENCE]

4.2 Work Ethic and Reliability: [DESCRIBE CANDIDATE'S WORK ETHIC, RELIABILITY, AND DEPENDABILITY]

4.3 Communication and Interpersonal Skills: [DESCRIBE CANDIDATE'S COMMUNICATION AND INTERPERSONAL SKILLS]

4.4 Financial Responsibility: [DESCRIBE CANDIDATE'S FINANCIAL RESPONSIBILITY, IF APPLICABLE]

4.5 Leadership and Teamwork: [DESCRIBE CANDIDATE'S LEADERSHIP AND TEAMWORK ABILITIES]

4.6 Specific Achievements: [DESCRIBE NOTABLE ACHIEVEMENTS OR CONTRIBUTIONS]

5. RECOMMENDATION STATEMENT

5.1 Recommendation Level: [SELECT ONE: HIGHLY RECOMMEND / RECOMMEND / RECOMMEND WITH RESERVATIONS]

5.2 Supporting Statement: [PROVIDE A DETAILED STATEMENT SUPPORTING THE RECOMMENDATION]

5.3 Suitability for Purpose: [EXPLAIN WHY THE CANDIDATE IS SUITABLE FOR THE STATED PURPOSE]

6. ADDITIONAL COMMENTS

6.1 Additional Information: [PROVIDE ANY ADDITIONAL RELEVANT INFORMATION]

6.2 Reservations or Limitations: [DISCLOSE ANY RESERVATIONS OR LIMITATIONS, IF APPLICABLE]

7. VERIFICATION AND CONSENT

7.1 Verification Consent: [CANDIDATE NAME] has consented to this recommendation and to the release of the information contained herein.

7.2 Accuracy Certification: I certify that the information provided in this letter is true and accurate to the best of my knowledge.

7.3 Contact Permission: I may be contacted at the telephone number or email address provided above for further verification.

8. SIGNATURE

8.1 Recommender Signature: [RECOMMENDER SIGNATURE]

8.2 Printed Name: [RECOMMENDER FULL NAME]

8.3 Title: [RECOMMENDER JOB TITLE]

8.4 Company: [RECOMMENDER COMPANY NAME]

8.5 Date: [DATE OF SIGNATURE]

9. NOTARY ACKNOWLEDGMENT (IF REQUIRED)

9.1 State of: [STATE]

9.2 County of: [COUNTY]

9.3 Notary Public: [NOTARY PUBLIC NAME]

9.4 Commission Expiration: [NOTARY COMMISSION EXPIRATION DATE]

9.5 Notary Signature: [NOTARY SIGNATURE]

9.6 Notary Seal: [NOTARY SEAL]

10. CONFIDENTIALITY NOTICE

10.1 This letter and the information contained herein are confidential and intended solely for the use of the recipient named above.

10.2 Any unauthorized review, use, disclosure, or distribution is prohibited.

10.3 If you are not the intended recipient, please contact the recommender immediately and destroy all copies of this letter.
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